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General Information: 
 
The core room database is located on the Translab FileMaker host server.  The file name is 
Core Room Inventory.fp5.  It is accessed similarly to the design office project tracking 
databases.  Start FileMaker, use the Open an Existing File option, select the “Hosts” command, 
search for the file name Core Room Inventory.fp5, select and open it.  The program will ask 
you for a password.  Leave the password blank to give yourself limited (read-only) access.  
You will be able to view, print, sort and find, but you will not be able to make changes to the 
file. 
 
Using the database you can search for the storage location(s) of the core box(es) that you are 
trying to find.  Once you find the core box(es) that you are trying to find, print them and bring 
the printed list with you to the core room. 
 
Translab Core Room: 
The core room is arranged into 36 bins each containing 4 shelves.  A bin is a single vertical 
section of shelving.  Each bin is labeled by number and each shelf within a bin is lettered A 
through D.  Shelf A is the floor; B is the lowest shelf, C is the next highest shelf, and D is the 
upper most shelf.  The database will narrow your search to specific bins and shelves.  It will 
tell you the boring number and number of boxes that are found on a shelf.  It is most critical 
that the same boxes get back on to the same shelves that they are taken off.  For this reason it is 
important that the CRM return all boxes to the shelves.  A staging area has been designated 
where core boxes should be placed after viewing.  This procedure will give the CRM the 
opportunity to continually consolidate core location so that core boxes from jobs can be located 
next to each other.  See the attached general map of the core room. 
 
Other Core Room Locations: 
At this time additional core room locations are being identified, inventoried and brought on 
line with this system.  As this is accomplished this section will be amended to reflect the 
necessities of each core room situation.  This system is being designed to account for possible 
different situations in each core room area.  It is the intent and plan that all core room locations 
will be added to this procedure. 
 
Reminder:  It is imperative that any core box(es) removed from 
the shelves get placed back upon the same shelf from which it 
was removed!  Let the CRM do it! 
 
 
Viewing Procedure for Geotechnical Services (GS) Staff: 
 
Interested party’s lookup the locations of samples that they are interested in viewing using the 
Core Room Inventory.fp5 file.  Print a copy of the locations of the core and proceed to the core 
room.  Sign in on the Departmental Core Viewing Log Sheet in the core storage area the name 
of the person viewing the core, the Expenditure Authorization (EA), structure or bridge name, 
bridge number, and date.  When finished viewing, place boxes in the staging area.  The CRM 
will return them to the shelves.  If samples need to stay out for an extended period of time, 
please notify the CRM via e-mail or telephone with an approximate length of time they need to 
remain out. 
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Viewing Procedure for Other Departmental Staff: 
 
Interested persons from outside of GS need to contract Engineer/Geologist in charge of job and 
have them do the database search, escort them to the core room, and sign the Departmental 
Core Viewing Log Sheet.  The engineer/geologist can also designate someone to handle this in 
his or her absence.  As before, place the viewed core in the staging area for the CRM to return 
to the shelves.  Notify the CRM of the status of the review of samples. 
 
 
Viewing Procedure for Non-Departmental Persons: 
 
Non-Departmental persons (e.g. potential bidders) need to contact the Engineer/Geologist in 
charge of job.  The Engineer/Geologist shall contact the CRM to coordinate the viewing 
schedule and layout of core boxes in the viewing area.  The Engineer/Geologist will arrange 
for an appropriate person to host the external viewers.  The Host should be someone that has 
no prior knowledge of the job, to insure no potential bidders get a different amount of 
information that might be obtained through a casual conversation with a person knowledgeable 
about the job.  The Host shall be responsible for greeting and escorting persons to the viewing 
area, monitoring the viewing making sure that no tampering or mishandling of the core occurs, 
and escorting the viewers to the facility exit.  Viewers shall not be allowed to remove core 
samples from the viewing area.   The external viewer is to complete the Non-Departmental 
Core Viewing Log Sheet (this is a different sheet than that used by Departmental employees) 
listing their name, title, company name, EA, structure name and number, project name, and 
date viewed.  The Host shall make sure that the log sheet is clearly marked, i.e. the log sheet 
can be read by others at a later date.  The Host shall sign and date the Log Sheet and give it to 
the responsible Engineer/Geologist.  The Engineer/Geologist shall file the Log Sheet in the 
project file and should ultimately send a list of all those who viewed the cores to the Resident 
Engineer.  Re-shelving of the core boxes after they have been viewed shall be coordinated with 
the Core Room Manager so to assure proper placement in the storage bins. 
 
 
Core Storage Procedures 
 
When bringing core boxes in for storage please fill out the blank Geotechnical Services Core 
Box Inventory sheets as completely as possible.  Blanks of this sheet are found on a clipboard 
in the staging area located on the west end of the center section of shelves.  The space for the 
Engineer/Geologist name is for the Engineer/Geologist in charge of the job, not the one 
logging the samples (unless they are the same).  Make sure that the core boxes are marked as 
indicated below.  Place the boxes in the staging area making sure that the descriptive ends are 
to the outside.  Place the log sheet in the completed log file box and send an e-mail notifying 
the CRM about the core boxes that need attention.  Examples of the blank sheets, filled in 
sheets and database print out of the Core Box Inventory sheets are attached. 
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Top of Core Box: 

 
 
 
 
 
 
 
 
 
End of Bottom and Top of Box: 

 
 
 
 
(Note: it is important that both the ends of the bottom and top of the box get marked.  
Sometimes the lid gets lost and without a label on the end of the bottom of the box the entire 
core becomes useless.) 
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Departmental Core Viewing Log Sheet

Date Viewer Name EA Structure/Bridge Name Br. No. Cores Viewed
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Non-Departmental Core Viewing Log Sheet
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 Name Number Boring # # of boxes

Structure/Bridge Cores Viewed
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